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Disclaimer

Written by MAXIMUS, ERP Solutions Division, March 204.
This training manual is considered to be proprietary and confidential and may not be

reproduced for any reason other than stated below without prior written consent of
MAXIMUS, ERP Solutions Division.

Exclusion

This training manua has been prepared exclusively for Client End-User Training. The
client may use information contained within this document for the sole purpose of
personnel training. Additional manuals may be reproduced and edited as needed for
training purposes ONLY. All other uses are prohibited without prior written consent
from MAXIMUS, ERP Solutions Division.
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Signing into PeopleSoft

Enter your unique User ID and Password.

Click Signlin,
S Feoplesait § Sige-in - Fioresolt Intemet Explorer _.lﬂjﬁl
Fia Edt Wew Favorlss Took  Hep -
emdk - b - S Qs GlRooide frels ) 2 o 5 4
Acchmmn L] hittyes v, Conmectncl usioepn dIEA L oo =] Pem |

g 2 Searchwets |- |- | smh|~]mﬂu - Bl - wrvaon - 5 pesak - @ v vaionr @ LANCH -

B
Languages  Enclinh  Faesdl  Fracgai
llany  Deufsch  Frargais dy
Bl  Fougs: Hededands
RETE  FEEE genwo
e [
Password: |—
Sign In
ﬁimm:: Pﬂpﬂ!-’ioﬂ_ hu:no-.ﬂ:_—d Al wkghls psraevad [JE:I-U '}IES[ 1{'1.
F. (ST~ I = __ e =
R o [ 5 mee
w8 © = | e strg lrvuce. . | E16 e Pro Fom -t [ eotesol 8 S -, BEEFDE AT o

Effective Dates within PeopleSoft

EFFECTIVE DATES are very important in PeopleSoft. When you enter
information, it is important that you effective date it with either the date that
you entered the information, or a future/past date that the information
became active. Therefore, if a customer has an address change effective the
end of the current month. You can bring up the customer and ADD a new
row using the + icon. It is important that you do not just change the current
information in the system. This will lead to processing problems down the line
since the information within the database is linked to each other. The proper
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way to add or change information is to add a new row and effective date it
with the proper information. In our example above, you would effective date
the new address with the date for the end of the month (when the move is to
occur). PeopleSoft will choose which information to use based on the
effective date that is the closed to the current date (not including future
dates).

INACTIVATING information within PeopleSoft also works with Effective
Dates. If you wanted to inactivate a piece of information, you would bring up
the customer and ADD a new row using the + icon. It is important that you
do not just change the current status to INACTIVE in the system. This will
lead to processing problems down the line since the information within the
database is linked to each other. The proper way to Inactivate information is
to add a new row and effective date. Change the new row’s status to
INACTIVE. In our example above, if you wanted to inactivate the old
address, you would add to new lines to the existing customer information.
The first new line wuld be used with the effective date at the end of the
month (the day before the move) and change the status to INACTIVE. The
second new line would have the effective date of the next day, a status of
ACTIVE and a new address. This way you retain history and processing
does not have inactive information tied to it.

CORRECTION MODE should not be used to change information. The proper
way to change information is by adding a new row with a new effective date.

RUN CONTROLS: It is important that you set up unique Run Controls for
each different process that you will be running. If at any time your process
fails over and over again, your Run Control could have become corrupted. At
that time, create a new Run Control and rerun the process. Sometimes this
will work. If not, contact your IT support person for help.

PeopleSoft |cons to Remember

=earch . will do a search based on searching criteria and bring up valid
values.

Clear : Will clear the search dialog page of any values so that you can re-
enter information.

QU Will bring up a list of valid values.

B win bring up a calendar that you can use to specify a date.

ﬂ: Click on the drop down box to see a list

of valid values that you can choose from.

Hyperlink: Click on the hyperlink to go to the specified page.
& save) . will Save the page.
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Refresh - will refresh the data on the Process Monitor.
Pracess . wil initiate the process specified.

Q Return to Szareh |- \Will return to the search dialog page.
+ENextinList]. \vill show the next entry in the list.
Eradd): Wil add another value.

| + [ Will add another line.
| = I: Will delete another line.

First [4] 1054 [¥]

: Will allow you to view all or selected lines.

SelectAll . il select all values in the list.

Deselect Alll: will deselect all values in the list.

New WINdow. . vy open a new PeopleSoft Internet page.

RUR - Will run the process.
Lookup : Will perform a search based on the searching criteria.

% : Will refresh or build the page.

ﬁ : Will create entries.

% - Will delete entries.
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Setup Bill Inquiry Phone

Setup Financials / Supply Chain > Product Related > Billing > Setup > Bill Inquiry
Phone
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Enter the appropriate SetlD: Bill Inquiry Phones are defined using Business
Unit as the Setid.

Bill Inquiry Phone: Enter the appropriate phone number. The number your

customers may call if they have questions about their bill and will be printed
on the invoice.

Click At
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Effective Date: Enter the date which the new Bill Inquiry Phone becomes
active / inactive.

Short Desc: Enter the Short Description to describe the Phone.

Description: Type in the description of the phone being defined.

Click (B save]

Note: In order to change the description, or inactivate this Bill Inquiry Phone, you must
add a new row using the addicon +.

Distribution Codes

Setup Financials / Supply Chain > Product Related > Billing > Setup >
Distribution Code
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Note: These codes simplify the process of generating accounting entries by defining a
valid combination of Chartfield values.

SetlID: Distribution Codes are defined using Business Unit as the Setid.

Distribution Code: Enter a descriptive identifier for the distribution code.

Click A8
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FRistributise Code - Mlarasoft Inke et Explo rer
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Effective Date: Enter the date for which this distribution code becomes
active.
Status: Active.
Description: Enter the description for this distribution code.
Short Description: Enter the description for this distribution code.
Distribution types include:
Discount Used for setting up discount account distribution
entries.
Revenue Used for setting up revenue accounts.
Surcharge Used for setting up surcharge account distribution
entries.
AR (accounts Used for pending items either at item entry on the
receivable) Pending Item 1 page, item entry type on the Item Entry

Type — Selection page, or by business unit on the
Accounting Options 1 page.
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Refund Ctrl (refund The Chartfield combination used to record the liability
control) for a refund.

Note: In order to change or inactivate this Distribution Code, you must add a new row
using the add icon + .

ERmistributise Code - Mlaerasoft Inke met Explorer
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ChartField Values: Enter the appropriate chartfield combinations for this
distribution code. These Chartfields will default during Billing / Accounts
Receivable processing and can be changed.
o Account
Oper Unit
Fund
DeptID
Program
Class
Project

O OO0 0O O0OOo

Click | B save)
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Charge Codes

Setup Financials / Supply Chain > Product Related > Billing > Setup > Charge
Code
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Note: Charge Codes are used in PeopleSoft Billing to bill for something and is optional.
SetID: Charge Codes are defined using Business Unit as the Setid.
Billing Currency: USD.

Charge Code: Enter a descriptive identifier for the charge code which
represents a product / service that your agencies uses to bill.

Click A0 |

12
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Effective Date: Enter the appropriate effective date in which this charge code
becomes active.

Status: Active.

Unit of Measure: EA. Click on the magnifying glass icon Q to see a list of
valid values to choose from.

Description: Enter the appropriate description for this charge code.
List Price: Enter the list price per unit of measure for this charge code. This
price will default on the bill when the charge code is chosen from the drop

down list, but can be changed.

Revenue Distribution Code: Pick the valid value from the list of Revenue

Distribution Codes by clicking on the magnifying glass icon Q. Only
distribution codes whose distribution type is equal to ‘Revenue’ will be listed.

Click (Bl save]

Note: In order to change or inactivate this Charge Code, you must add a new row using
the add icon +.

13
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Discount & Surcharge

Setup Financials / Supply Chain > Product Related > Billing > Setup > Discount
& Surcharge

R s count & Surcharme
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Note: Discount and Surcharges page enables you to enter as many predefined discounts
or surcharges, as you want, each associated with a flat amount or percentage. A discount
lowers the amount due from a customer; a surcharge raises the amount due from a
customer.

SetID: Discount & Surcharge Codes are defined using Business Unit as the
Setid.

Billing Currency: USD.

Identifier: Enter a descriptive identifier for the Discount or Surcharge.

Click A48 |

14
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Effective Date: Enter the appropriate effective date in which this discount / r
becomes active.

Status: Active.

Type
o Discount
0 Surcharge

Computation Basis: Specify as a flat Amount or Percentage. Whichever you
select, also enter the amount or the percentage in the adjacent field. Enter
the percentage as a number with two decimal places; for example, enter 5
percent as 5.00.

=  Amount

= Percentage

Description: Enter the appropriate description for this Discount / Surcharge.

Short Description: Enter the appropriate description for this Discount /
Surcharge.

15
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Distribution Code: Pick the valid value from the list of Distribution Codes by

clicking on the magnifying glass icon Q. Only distribution codes whose
distribution type is equal to ‘Discount’ / ‘Surcharge’ will be listed.

Click B save]

Note: In order to change or inactivate this Charge Code, you must add a new row using
the add icon +.

Creating Customers

Customers > Customer Information > Add a New Value
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Enter the appropriate SetlD: Customers are defined using Business Unit as
the Setid.

16
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Customer ID: If you are adding a new customer, you may enter this code
manually or use the Automatic Numbering page to have the system
automatically assign the next sequential Customer ID.

Click A8 |
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Enter the Customer name in the Name 1 field. The Short Name will populate
from the Name 1 field upon page refresh.

Select the appropriate Role checkbox.
o Bill To Customer

Note: If customer is an InterUnit Customer (Another State Agency), click ‘Ship To’ and
‘Sold To’ checkboxes as well.

Click on the ‘Bill to Options’ tab.

17
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Enter the appropriate Credit Analyst: CREDIT.

Enter the appropriate Collector: COLLECT.

The following fields
type, bill source, or
values.

are optional and may default on the Bill from the business unit, bill
customer options, depending on the level at which you specify these

o Bill Inquiry Phone: The number your customers may call if they
have questions about their bill.

o Billing Cycle Identifier: Associates a billing cycle (monthly, on-
demand, quarterly, etc.) with a bill.

0 Invoice Form: STANDARD.
o AR Distribution Code: AR.

o Bill Type

18
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Note: If the customer being setup is another State Agency using PeopleSoft, you will
need to complete the InterUnit Billing section on the Bill To Options page.
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Click the InterUnit Customer checkbox and enter the GL Business Unit only if
this customer is an InterUnit / IntraUnit Customer.

Click the ‘Address’ tab.
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Check boxes for ‘Bill To’ (‘Ship To’, ‘Sold To’ if this customer is a State
Agency) as well as the corresponding primary box.
0 This depends on the Roles selected on the ‘General Information’
page.
o Each role must have a primary address defined.

Enter the appropriate Address Description.

Enter the appropriate Address (Address Line 1, City, State, Postal)

+ —
Note: Customers can have multiple address locations by clicking the _I_I add icon
and adding the new information.

Click on the ‘Miscellaneous General Information’ tab
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Currency Code: USD.
Rate Type: CRRNT.

Support Team Code: TEAM
0 Check the default checkbox.

Click (B save)
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Note: Once saved all customer information is validated. Also, auto numbering will take
affect and define a customer id for the new customer.

Quick Customer Create

Customers > Customer Information > Quick Customer Create
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Note: This page allows you to search for customers based on Address, Contact Name or
Customer ID / Name. You can drill down to see customer information on returned results.

You can also create new customers; however, need to have a customer as a template for
many of the default values. Once created, you can go into Customer General hyperlink
and change information.

Click on the Create New Customer / Contact hyperlink on the bottom of the
page to add a new customer.
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Complete the ‘Enter Contact Information’ section of the page if you want to
create a new Contact ID and attach it to this Customer.

o Name
o Email
o Phone

Uncheck the ¥ Create Contact |, ¢ you do rot want to create a new
Contact ID to attach to this new Customer.
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Enter the appropriate Template Customer. Click Q) to search for Customer
ID (if needed).
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Enter the appropriate Customer Name for the new customer being created
Customer ID: Leave Customer ID blank to have system assign value.

Address Description
0 Address Line 1
o City
o State

Click Save Mew CustomenContact .
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Note: The new customer and/or contact information are populated on the Customer
Summary Details page.

Click Create New Customer / Contact hyperlink to add another new
customer.

Click Contact Information Update hyperlink to view contact information for the
contact that was just created. (If you check the box to create a Contact) You
will be navigated to the ‘Contact’ page.

Click Customer Information Update hyperlink to view customer information
for the customer that was just created. (If you check the box) You will be
navigated to the ‘Customer General Info’ page.

Update Customer / Contact Information as necessary.
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Setting Up Customers for Refunds

Customers > Customer Information > General Information
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Enter the appropriate Business Unit is SetID.

Enter the appropriate Customer ID.

Click =earch
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Select the ‘Additional General Options’ from the drop down list on the
‘General Info’ page.
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Enter the appropriate Vendor information:

o SetlD: SHARE
o Vendor ID: Enter Vendor Information tied to this customer that
will be used for refund processing.

Note: You can only tie one vendor to one customer.

Click (B save)

Creating Customer Contacts

Customers > Contact Information > Add a New Value
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Contacts are defined using Business Unit as the Setid. To see a list of value
values, click Ql

If you are adding a new contact, you may enter this code manually or use the
Automatic Numbering page to have the system automatically assign the next
sequential Contact ID.

Click A8 |
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Complete the ‘Contact Info’ page for the new Contact.
Name.

Title (Optional).

Email ID (Optional).

Click the Contact Phone and Type hyperlink to enter Phone numbers for this
contact person.
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Phone Type: To see a list of value values, click ﬂ

Phone Number.

Note: You can add multiple phone numbers for the contact on this page.

Click the Contact Customer Information hyperlink to link this contact person
to a customer.
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Customer SetID: Select the appropriate Business Unit. To see a list of value
values, click Ql

Customer ID: Select the appropriate Customer ID. To see a list of value
values, click ﬂ

Location: Select the appropriate Location for this Customer. The Location is
based on customer address. To see a list of value values, click ﬂ

Note: You can add multiple Customers to a Contact through this page.

Click (B save]
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Creating Bills

Billing > Maintain Bills > Standard Billing > Add a New Value
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Enter the appropriate Business Unit. To see a list of value values, click ﬂ

Enter the appropriate Invoice, or leave ‘NEXT' for auto-numbering by the

system.
Enter the appropriate Bill Type. To see a list of value values, click ﬂ
Enter the appropriate Bill Source. To see a list of value values, click ﬂ

Enter the appropriate Customer. To see a list of value values, click ﬂ

Click —Ad |
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Note: Most of the Information on this page will default from either the
Business Unit Options, Bill Type Options, Bill Source Options or Customer
setup. However you can change any information that is needed from the

default to a new value. To see a list of value values, click ﬂ

Status should remain ‘New’ until the bill is ready to be invoiced. At that time,
the status is changed to ‘RDY".

Invoice Date: Select the date you want to appear on the bill. If you specify a
value that falls within an accounting period currently closed in PeopleSoft
General Ledger, the system issues a warning. [ blank, the system will use
the date in which the bill was finalized through processing.

Accounting Date: Date used for GL purposes. If blank, the system will use
the date in which the bill was finalized through processing.

Bill Type: Represents the category of the product or service being billed.

Bill Cycle: Associates a billing cycle (monthly, on-demand, quarterly, etc.)
with a bill.
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Bill Source: Indicates where the billing activity came from, such as online
input.

Pay Terms: The agreement with your customer defining how and when
you expect to be paid. To see a list of value values, click ﬂ

Pay Method: The type of payment to be made: cash, credit card, check, etc.

Frequency: Once. Frequency indicates how often an event, such as
invoicing, occurs. Should remain 'once' unless this is a Recurring Bill.

Invoice Form: The invoice format to be used for this invoice. Use
STANDARD.

Remit To / Bank Account: Determines Bank to which your customer will

remit payment. To see a list of value values, click ﬂ

Account: Represents the default AR account from the AR distribution code.
Click on the ‘AR Distribution hyperlink’ to update Chartfields defaults.

Bill Inquiry Phone: The number your customers may call if they have
questions about their bill.

Click on the Address hyperlink next to the Customer ID.
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Note: The Contact person tied to this customer defaults in the Attention To field. To pick
another contact person tied to this customer — if customer has multiple contacts setup,

click ﬂ to see a list of valid values.

The Location address defaults to the ‘primary’ bill to address defined for the Customer
during Customer setup. To pick another address tied to this customer — if customer has

multiple bill to addresses setup, click Ql to see a list of valid values.

Click on the Line — Info 1 tab.
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If Billing Charge Codes are setup for your Business Unit:
o Click the Table'ﬂ for each bill line item and select ID.

0 Click the Identifier Ql to pick a valid charge code.
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Note: Revenue Distribution, Unit Price and Unit of Measure (UOM) default from the
Charge Code setup. You can update these fields as needed.

Enter the appropriate Quantity and make sure that the Gross Extended
amount populates.

You can instead of defining quantity and price per unit, just populate the
Gross Extended amount with the Billable Amount.
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Note: You can enter as many lines as necessary for this customer. Add lines by clicking

the add icon. Delete rows by clicking the minus icon.

Add another Bill line by clicking the add icon |+ I.
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If your Business Unit does not have predefined Charge Codes setup, you
can type in a billable item in the identifier field and the price in the Gross
Extended field.
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Note: If an identifier was typed you must enter valid Revenue Chartfield combinations
(Account, DeptID, Fund, etc.) on the ‘Acctg-Rev Distribution’ page.

Click the Accounting hyperlink.
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Note: Each billable line must have the Revenue distribution defined. Please make sure
the page is populated for every bill line. You can add multiple lines distributing the total
amount to different Chartfield combinations. However, the total must be equal to the
Gross Extended on the ‘Line Info 1’ page. Make sure that if you have multiple lines on the
bill, the Revenue information and distribution is being applied to the appropriate bill line.
In addition, each bill line Revenue distribution can have only ONE Fund. Different bill

lines can have different funds.

You can pick from the distribution codes setup for your business unit, or
enter the information in the appropriate fields. To see a list of value values,

click Q.
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If a bill line has multiple revenue distribution lines, click the add icon to add a
new row and populate with appropriate chartfield information. (Optional)
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Click the Discount / Surcharge hyperlink to add discount or surcharge (tax)
information by bill line. (Optional)
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Enter Level Information. Start at 1 and auto sequence if you add additional
lines.

Either select a valid discount / surcharge ID from the list, or type in a discount
for the Identifier being billed. To see a list of value values, click ﬂ

Enter Description, Pct or Amount (of the discount).

Click the Disc/Surcharge Distribution hyperlink to enter Accounting
distribution Information.

If a discount/surcharge ID was selected from the drop down list, the
Discount/Surcharge distribution code (default Chartfields) will be populated in
the Account field.

However, if a discount/surcharge was typed you must enter valid
Discount/Surcharge Chartfield combinations (Account, DeptID, Fund, etc.) on
the Disc/Surcharge Distribution hyperlink page. You can pick from the
distribution codes setup, or enter the information in the appropriate fields. To

see a list of value values, click ﬂ
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Note: Make sure that if you have multiple lines on the bill, the discount/surcharge is being
applied to the appropriate bill line.

Click down on the Navigation drop down list and choose Line— Project.
(Optional).

Populate this page if you want billing revenue to feed PeopleSoft Projects.
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Click on the Project button to populate PeopleSoft Projects Information. This
information will be fed to PeopleSoft Accounts Receivable which will in turn
feed ‘REV’ analysis types with the associated billing line revenue amount to
the selected Project ID / Activity ID.
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Enter the appropriate Projects Business Unit.

Enter the appropriate Project ID.

Enter the appropriate Activity ID.

Enter the appropriate Resource Type (Optional).
Enter the appropriate Resource Category (Optional).

Enter the appropriate Resource SubCategory (Optional).
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Click 2K

Click down on the Navigation drop down list and choose Header — Note.
(Optional).

Populate this page to have a header note printed on this specific invoice.
Either type in the note in the Note Text field, or pick a predefined Std note

from the list. . To see a list of value values, click ﬂ
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Type in any relevant invoice notes in the Note Text box.
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Click down on the Navigation drop down list and choose Line— Note.
(Optional).

Populate this page to have a line note printed on this specific invoice. Either
type in the note in the Note Text field, or pick a predefined Std note from the

list. . To see a list of value values, click ﬂ
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Type in any relevant line notes in the Note Text box.
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Note: Make sure that if you have multiple lines on the bill, the line note is being applied to
the appropriate bill line.

Click (Elsave]
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Note: Once saved all invoice information is validated. Also, auto numbering will take
affect and define an invoice id for the customer.
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Once the bill is ready to be invoiced, manually change the Status from New
to RDY. (This can also be accomplished through the Change Status of Bills

process)
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Click | save)

Change Status of Bills

Billing > Maintain Bills > Change Status of Bills
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Enter your Run Control ID.
If you do not remember your Run Control ID, Click =earch

If you want to add a new Run Control ID, click on the Add a New Value
hyperlink.
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From Status: New.

To Status: Ready Bill

Specify the Range Selection criteria that you want:
o All

Bill Cycle

Start Add

Range ID

Invoice ID

Cust ID

Bill Type

Bill Source

Click B save]

OO0 o0OO0OO0Oo

Click Fun
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Make sure you check Invoice Status Change checkbox.

Specify the appropriate Server Name.

Server Name: FSMNT LI
Recurrence:
Time fone: P305340
e PSLIMN
Click 0Ok .
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Click on the Process Monitor hyperlink to view the status of the process.

63



CONVEC

MAXIMUS N
g State of North Dakota

TR T kanige Status of Dils - Ficrosoft ternet £ splarer =] x|
[P B Wew Favorls Took e =
el o - G A | e (R rede 8| B S FH

ckchman L] hitys v, Connescinel s)oepn e L [EMFLOYEE ERFCAMANAGE_EDLLING LITILITIES FUM_BI_STSCHE. GBL =] P | P
N 2 &au-.wd:.|~ (- | [sonx |- |EIne - Fsanss - wvdenl - B Pessmas - @ wyvdoa B lamc -

PeopleSoft.

e Pinckone | Faved

| Pracess Lkt ¢ Banar CEE |

w0 Pt Fi

Weer 10 [rkrernmeinur | ) Ty | Slias [0 [Can ol e

Senmr I "l Hame I S:M-rl I I

P S liz: I :"" ¥ Smm On Rsfrosh

bestance Son, Process e LD g Ay Dt T i Foum Saas  Detaite
4734737 LR Report BIWVCETA nkhamneipor 0200008 525 1IFWCST  Sucomes Demie
A22T5 £ Fegrt BRGPr nihaningipe 020402004 113871280 G5T - Sueisss Dlais
422531 =K ELIQBOI  nkhamnaipor D2CWI004 11113780 CET  Success Dalals
42232 Falob BLIGEF[M nkhamneipor 0204020048 105245900 C5T  Sucomes Defais
Do btk o Bl Statug Chonoes

[ E U T

Process Lt | SoverList

[ Frocess Insbancn 42432 T 5 | nkeimet

st || ] & © 1 | @B Tenig Mares P& changs Status of nils .. 7 Blirg £ S Chargs (... BB RT sam

Click Fefresh if the process is in Queued, Initiated or Processing.

Click the Go back to Bill Status Change hyperlink to go back to the process
page.

Generating Invoices

Generating Pro Forma Invoices

Billing > Generate Invoices > Non-Consolidated > Print Pro Forma
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NOTE: Invoices can be in New or Ready Status.
Enter your Run Control ID.
If you do not remember your Run Control ID, Click =earch

If you want to add a new Run Control ID, click on the Add a New Value
hyperlink.
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Invoice Date Option only sets the invoice date on the bill if it is blank to start
out with. If you entered an invoice date on the bill itself, that date takes
precedence over anything entered on the run control.

o0 Processing Date, the current system date at the time of
processing is used as the default invoice date for the bills.

0 Select User Define and enter that date in the adjacent field if you
want any other date to appear on your invoices. The system
uses the date you enter here as the invoice-date whenever this
run control is processed.

Enter the appropriate Business Unit. Specify the Business Unit of the
invoices you'd like to include.

Specify the Range Selection criteria that you want:
o Al

Bill Cycle

Date Bill Added

Range ID

Invoice ID

Cust ID

Bill Type

Bill Source

OO0 O0O0OO0OO0OOo
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Note: There are 24 invoices in this list, which will be included in the proforma run.

Click Return,
Click B save]

Click Fun
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Make sure you check Proforma & Print checkbox.

Specify the appropriate Server Name.

Server Name: FSMNT LI

Recurrence:

FS05390
PSUNE

Time fone:

Click Cik,
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Click on the Process Monitor hyperlink to view the status of the process.
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Click Fefresh if the process is in Queued, Initiated or Processing.

Click the Go back to Pro Forma hyperlink to go back to the process page.
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Verify and Print the Pro Forma Invoices through the Report Manager or
Process Monitor.
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Click on the Administration tab in the Report Manager.

Find the process instance for the ‘Print Portrait Invoices’ — Report
Description.

Click on the View hyperlink
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Click on the BIIVCPN_'Process Instance #.PDF to view and print the Pro
Forma Invoices.
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Click the Save icon B to save the Pro Forma invoices on your computer.

Click the Print icon &) to send the Pro Forma invoices to the printer.

Generating Invoices

Billing > Generate Invoices > Non-Consolidated > Single Action Invoice
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Enter your Run Control ID.
If you do not remember your Run Control ID, Click =earch

If you want to add a new Run Control ID, click on the Add a New Value
hyperlink.
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Invoice Date Option only sets the invoice date on the bill if it is blank to
start out with. If you entered an invoice date on the bill itself, that date
takes precedence over anything entered on the run control.

o0 Processing Date, the current system date at the time of
processing is used as the default invoice date for the bills.

0 Select User Define and enter that date in the adjacent field if you
want any other date to appear on your invoices. The system
uses the date you enter here as the invoice-date whenever this
run control is processed.

Enter the appropriate Business Unit. Specify the Business Unit of the
invoices you'd like to include in the process.

Specify the Range Selection criteria that you want:
o Al

Bill Cycle

Date Bill Added

Range ID

Invoice ID

Cust ID

Bill Type

o Bill Source

Specify the Posting Action

O OO0 OO0

76



CONVEC

MAXIMUS N
g State of North Dakota

o0 Post Later

NOTE: The bills must be in RDY status to be picked up by this process.

Click on the icon below the UM  to view a list of the bills to be
processed.

Th=inyle Arbise Brvoace - Formsalt Inbernel Brgplones

_FIuElt‘anamlnskaHd:-

| mcdckrmms L] ity v, Conrescirec usioepn cPoEAL (EMPLOPEE fER PG ENERAT E_IMWOCES ShIEL_ACTICHLGEL . |un|. ]
[+ | k- Bockruets G Wy vataod - WPwshoal + @9 Frence - FMal - o7 News - [ Sopping - 5

PeopleSoft.
W
Heres Winciowy | S
Bills Te Be Precessed (12503,20)
Hanne L
HUnE  imae Slatws 2oy Crmghomen. i L Tes
1000 WECa000m o Hoy 1 MB_ 1000y FORTRAT [
11000 WECIO0000145 RO 1 MB_ 100001 1 FORTRAT P
11000 WECI00000150 RO 1 WE_ 100000 7 FORTRAIT P
11000 MECHOO00018T ALY 1 NE_10001 7 FERTRAT P
11000 WECO0000019E RO 1 NE_100001 3 FORTRAIT P
1000 WECN0002L ROY 1 ME_ 10000 FoaRTRAT F
11000 WECKOA0N024T ALY 1 NE_1 o0z FORTRAIT P
Retum
&) Do T 12 e ankemat
et ||| ] @ T | G dng lneace. . || 15ingle dctien Brvoce . FEEaL AT iz
Click Feturn,
Click B 5ave],
Click Fun

77



CONVEC

MAXIMUS N
g State of North Dakota

Th=inyle Arbise Brrvoace - Formsadt Inbernel Brgplones

Fis Edt  Wisw Favoelss Took  Help

cicams [ ity fvmon, Conmescticl s )ospin oVoEH L [EMFLO P EESER R/ ENERATE,_FvODES ShEL_ACTICM GEL =] P | P
N 2 |suu-.w¢.lw|l':'|v| (- Bookreerks Y Wy vataed - WPwshoal - @6 Frence - EIMAl - <P tews - Seppng - 5

PeopleSoft.

HeeWindowy | Halp =
Precess Seheduler Regquest

Wlsier 10 rkhamnepur R Cravirad I =inglescianimoics

Sansnr Hama: [PerT =1 oo e 02010 0d ]

FLRCT e =1 e Tisnee 11:11:3TR Faseiba CumentCosbaTmes I
Tima Zane &l

Frotess List

Sl [hesif i PuBCESS Maine Prfess Tvie g Forima

™ Bilrg Cumency Canversion BICLIRCHY mpplicationErgine et = [B =]

™ Grani=Prni Poriak keaice s HIHYCPH BaR Repo [Wen =] [/ =] BH

™ Ganarals & Voichers BIGNLFT | QR Rapod [wen =] [ =

™ Feprocess & Finakzaton BRCI00 spcicatonErgne [wen =) [ =] ER

T Pmrass Edract Tabe nviies BIVCEH BOR Rapnt [ rﬂ [T

I FretLangecape Imokes BIvCLN BaR Raport [wee =] [FoF =] ER

[T FiktPabatimnicas BIVCFH AR Rapod webn = [FoF =] Ef

¥ GhgleAckon ksl BUOEIS Paub [riwes =l [raoney =] ER L5
M Sl AN W omm Sl BUDECSH Pa:ion [riweey =] [rone: =] ER

™ Loadaf Fendng tems BILCAAT 50R Repor we o) [For 7] ER

™ LoadsL inferte AL 50R Repoi [wets =] [FoF =l

Bl Pre-Load Protase BRRELD: melicatce Erng [ =) [T ¥

[ Shngand Foim 108050 1067 EF1 00 50R Aepon [t =] [FoF = Bl =

& T —
st || ] @ © | Bl Gere g e || & mingle Actis b - FEERLI AT L

Make sure the Single Action Invoice check box is checked.

Specify the appropriate Server Name.

Server Name: FSMNT LI

Recurrence:

Time fone: P305340

PSUNE

Click Q|
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You can check the status of the process in the process monitor by either
clicking on the Process Monitor hyperlink, or through PeopleTools.
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Click Fefresh if the process is in Queued, Initiated or Processing.

Click the Go back to Single Action Invoice hyperlink to go back to the
process page.
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Verify and Print the Invoices through the Report Manager or Process

Monitor.
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Click on the Administration tab in the Report Manager.

Find the process
Description.

Click on the View hyperlink

instance for the ‘Print Portrait

T
PSR RTES naw

Invoices’ — Report
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Click on the BIIVCPN_'Process Instance #'.PDF to view and print the
Invoices.
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Click the Save icon B to save the Pro Forma invoices on your computer.

Click the Print icon = to send the Pro Forma invoices to the printer.

Click Return on the Report Detail page to return to the Report Manager —

Administrative tab.
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To view accounting entries created from the invoices and sent to the
General Ledger, click the ‘Load GL Interface’ View hyperlink.
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Click the BILDGLO1_ Process Instance #.PDF hyperlink to view the Load GL
Accounting Entries report.
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Click the Save icon B to save the Pro Forma invoices on your computer.

Click the Print icon &) to send the Pro Forma invoices to the printer.

Click Feturn on the Report Detail page to return to the Report Manager —
Administrative tab.

Note: The Journal Generator process in PeopleSoft General Ledger must be run to post
accounting entries created during the Billing process in General Ledger.
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To view AR pending item group detail created from the invoices, click the
‘Load AR Pending Items’ View hyperlink.
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Click on the BILDARO1_Process Instance#.PDF hyperlink to view the ‘Load
AR Pending Item’ report.
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Click the Save icon B to save the Pro Forma invoices on your computer.

Click the Print icon &) to send the Pro Forma invoices to the printer.

Click Feturn on the Report Detail page to return to the Report Manager —
Administrative tab.

Note: The Receivable Update (ARUPDATE) process in PeopleSoft Accounts Receivable
must be run to post pending items created during the Billing process in Receivables,
thereby updating customer records.

Reprinting Invoices

Billing > Generate Invoices > Non-Consolidated > Reprint Invoices
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Enter your Run Control ID.
If you do not remember your Run Control ID, Click =earch

If you want to add a new Run Control ID, click on the Add a New Value
hyperlink.
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NOTE: Use the Reprint Invoices page to reprint any number of invoices. When you
reprint from here, the invoice will look as if it were the original and will not go through the
finalization process again. The system chooses only bills with the status of INV that have
already printed. These parameters are the same for reprints, as if you are running the
original invoices.

Enter the appropriate Business Unit. Specify the Business Unit of the
invoices you'd like to include in the process.

Specify the Range Selection criteria that you want:
o Al

Bill Cycle

Date Bill Added

Range ID

Invoice ID

Cust ID

Bill Type

Bill Source

OO0 O0OO0OO0Oo

Click the Bills to be Processed icon to view all the bills that you have
specified in your range parameters.
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Click Return,

Click | B save),

Click Fun
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Make sure you have checked the Print Portrait Invoices checkbox.

Specify the appropriate Server Name.

Server Name: FSMT ;l

Recurrence:

FS05390
PSUIM

Time fone:

Once you are ready to run the process, click UK .
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You can verify the status of the process in the Process Monitor by either
clicking the Process Monitor hyperlink or through PeopleTools.
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Click Fefresh if the process is in Queued, Initiated or Processing.

Click the Go back to Reprint Invoices hyperlink to go back to the process
page.
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Verify and Print the Invoices through the Report Manager or Process
Monitor.
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Click on the Administration tab in the Report Manager.

Find the process
Description.

Click on the View hyperlink

instance for the ‘Print Portrait

T
PSR RTEE e

Invoices’ — Report
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Click on the BIIVCPN_'Process Instance #'.PDF to view and print the
Invoices.
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Click the Save icon B to save the Pro Forma invoices on your computer.

Click the Print icon &) to send the Pro Forma invoices to the printer.

Click Feturn on the Report Detail page to return to the Report Manager —

Administrative tab.

Copy Single Invoice

Billing > Maintain Bills > Copy Single Bill
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Search and select the individual invoice that will be used as the template to
copy.
0 Business Unit
o Invoice
o Bill Status
o Customer

Note: Template bill can be in any status.

Click Search
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Select the individual invoice that will be used as the template to copy.
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Click Copy Bill

Click

Note: Once saved, a new hill is created using the template and the ‘Copy Bill' field is
populated with the new invoice number. New bill is in “New” status. Also, the invoice Date
is not copied as part of this process.
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Click the Go To Bill Header — Gen Info hyperlink to view and update the
newly created bill.
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Adjust EntireBill

Billing > Maintain Bills > Adjust Entire Bill
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Search and select the individual invoice that will be adjusted.
0 Business Unit
o Invoice
o Customer

Click Search |
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Select the appropriate Bill Adjustment Action.

o No Bill Action.
o Credit Entire Bill
0 Credit & Re-bhill.

Click (Elsave]
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Click the Go To Bill Header — Gen Info hyperlink to view and update the
newly created bill.
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Click the Go To Bill Header — Gen Info hyperlink to view and update the
newly created bill.

Note: Once saved, new bills are created using the template bill. Depending o the Bill
Adjustment Action, the ‘Credit Bill' and ‘Re-bill Bill’ fields are populated with new invoice
numbers. Credit bill is in “Ready” status whereas the Re-billed bill is in “New” status.
Also, the invoice Date is not copied as part of this process.
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